Training Process Checklist

01-14-2003

Coduct the Kick-off ASAP

Include logistics &

communications reps

Plan

Coduct Instructional

/

Strategy Session

Project Management

CONDUCT KICK-OFF MEETING

2-4 weeks after kick-off

meeting

A

Design

Project Management

CONDUCT INSTRUCTIONAL STRATEGY SESSION

Submit Draft of Materials

1 week for dry run

Plan & Conduct Dry Run

—

wks before pilot

At least 8 wks before delivery, 4 I

Plan & Conduct Pilot

At least 4 weeks before

A

TOT
/I I I

Testing

SUBMIT DRAFT OF MATERIALS (E&R SME REWW=>"_—

PLAN & CONDUCT DRY RUN~_

PLAN & CONDUCT PILOT —

Build

/

Submit Training Announcement
to FSAU Communcations
At least 8 wks before delivery start
date

Training Logistics

/

Enter Training Workshop Data []

into the LMS
At least 6 weeks before delivery &
prior to advertising the training

SUBMIT TRAINING ANNOUNCEMENT TO FSAU COMMUNIC”_oNE

ENTER TRAINING WORKSHOP DATA INTO THE LMS

=

ADVERTISE TRAINING PROGRAM (PUBLISH ANNOUCEMENT)

SUBMIT CAMERA-READY COPY OF MATERIALS

N Advertise Training Program

\ ﬁ At least 6 weeks before delivery

\I\and after data entered into LMS

Training of Trainers (TOT)

CONDUCT TRAINING OF TRAINER (TOT) SESSION(S)
\

Submit Camera-Ready

Copy of Materials

1 week after pilot (allow 4

Ongoing Training

Deliver

DELIVER TRAINING

weeks to print)

el

Conduct Training of Trainer

Sessions

delivery begins

4 weeks after pilot/2 wks before []

Deliver Training
Beginning 2 weeks after TOT

Tasks that are CAPITALIZED (and highlighted in gray) are key milestones.

* Indicates step if training is online



